Creating a New Vendor Account

Welcome to the City of Boston’s Supplier Portal. To apply for a City of Boston vendor ID number please
follow the detailed steps below.

1. Open your Internet browser and type in www.boston.gov/procurement _and click on ‘Go to
Supplier Portal’
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2. Click on the ‘Vendor Registration Form’ link near the bottom left to begin the registration
process.
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Home Sign out

Favgrites | Main Menu

Login 5| [My Sell Events. |
Login as an Existing User Eobll First K 1380734 1 (=5
Event ID Event Name Start Date/Time End Date/Time: Event Status
User ID: EVD000S882 | Tents and rental equipment 2 events 08/14/2018 5:45PM EDT (0812012018 05:00 PM EDT Posted
password:| | EVD0005834 | Salt Shed Repair 08/15/2018 9:00AM EDT  |08/22/2015 04:00 PM EDT Posted
EVD0005581 | SENIOR SHUTTLE SCHEDULING SOFTWARE O07/16/2018 12:01PM EDT _|08/28/2018 12:00 PM EDT Posted
Sianls EVD000S726 | Roxbury Phase Il Survey & Maleolm X Project 07/16/2018 10:00AM EDT  |08/31/2015 05:00 PM EDT Posted
~ EVD0005808 | Industrial Cleaning at Various BFD locations 08/06/2018 S:00AM EDT  |08/20/2018 12:00 PM EDT Posted
(@ Forgot Userid EVD000S846 | Fumnish & Instsll Bunk Room Pariitions 08/13/2018 9:00AM EDT  |08/30/2018 12:00 PM EDT Posted
Cliek ners ta amal your User 1d EVD0DDS839 | Ford F-350 Crew Cab Truck BPD DS/062013 9:00AM EDT  |08/21/2018 12:00 PM EDT Posted
) Lforaot my password EV00D05845 | Duct Cleaning for Boston Fire Department 08/13/2018 S:00AM EDT  |08/28/2015 12:00 PM EDT Posted
Cliok here to reset your password EVD000S837 | Compact SUV (BFD) 08/06/2018 S:00AM EDT  |08/21/2015 12:00 PM EDT Posted
Supplier Portal Registration EVD000S836 | Compact SUV (BFD) 08/06/2018 S:00AM EDT  |08/21/2018 12:00 PM EDT Posted
PP g EVD0005844 | BFD WORK POLO SHIRTS 08/13/2018 9:00AM EDT  |08/27/2018 12:00 PM EDT Posted
#f  Reaister as s Soursing Bidger EVD0005777 | BED Diesel Powered Marine Fngine Repairs 08/06/2018 S:00AM EDT  |08/20/2018 12:00 PM EDT Posted
City of Boston's Bidders are suppliers which have access fo view the City's EVD000S813 | BED Boat Repairs to Gasoline Powered boats 08/06/2018 S:00AM EDT  |08/20/2015 12:00 PM EDT Posted
Invitations for Bid, Requests for Proposal. and other procurement events. EVD000S636 | Appraisal Services on an As-Needed Besis 08/13/2018 9:00AM EDT  |08/28/2015 04:00 PM EDT Posted
You must be registered in order to place a bid. In addition, registered =
Supplitrs an selact categorics of procurement which they want to be EVD000S811 | Access Control System 08/06/2018 S:00AM EDT  |08/22/2018 12:00 PM EDT Posted
nofified of. When a bid svent is posted to the City of Boston Supplier Portal, | | [EV00005768 | Abandoned Vehicle Disposal 08/06/2018 10:00AM EDT  |08/21/2015 12:00 PM EDT Posted
Bidders who have selecied thal potential contract's relevant category of EVD0D05861 | 2018 Harley Davidson FLHP Police Motorcycle 08/13/2018 9:00AM EDT  |08/28/2018 12:00 PM EDT Rosted
business may be notified of the event via email. Please use this registration . N . | . .
king to become a City of Boston supplier and need EVD000S865 | 2019 Ford Transit Cargo Ven/Wagon XL350 2-Types 08/13/2018 9:00AM EDT  |08/28/2015 12:00 PM EDT Posted
EVD000S856 | 2018 Ford Interceptor Utility AWD (BPD) 08/13/2018 S:00AM EDT  |08/28/2018 12:00 PM EDT Posted
< EVD000S855 | 2018 Ford Interceptor Explorer AWD (BPD) 08/13/2018 S:00AM EDT  |08/28/2015 12:00 PM EDT Posted
' agreement (contract, awarded bid, | | |Ev0000S857 | 2019 Ford Interceptor AWD Marked SUV K-8 (SPD) 08/13/2018 9:00AM EDT  |08/28/2018 12:00 PM EDT Posted
&ic) betwee =Ny and the City. Vendors have all of the same S . ;
atecas to place bid offers on future on future events that Bidders do. They EVO0D05859 | 2018 Ford Interceptor AWD Marked SUV (SPD) 08/13/2018 S:00AM EDT  |08/28/2015 12:00 PM EDT Posted
also are able to maintain company information on their Viender profile and EVD000S858 | 2019 Ford Interceptor AWD Marked SUV (BPD) 08/13/2018 9:00AM EDT  |08/28/2015 12:00 PM EDT Posted
see details of their contractual agreements with City of Boston. Please use EVD0005860 | 2018 Ford Fusion Hybrid SE (BPO) 08/13/2018 9:00AM EDT | 08/28/2018 12:00 AM EDT Rosted
this registration process if you are already an active City of Boston vendor . » »
looking ko register as a supplier portal user EVD000S867 | 2019 Ford F350 - 4x4 Rack Body Plow Sander 08/13/2018 9:00AM EDT  |08/28/2015 12:00 PM EDT Posted
EVD000SB66 | 2018 Ford F250-2WD Cab and Chassis Prisoner Transp | 08/13/2018 9:00AM EDT  |08/28/2018 12:00 PM EDT Posted
EVD000S830 | 2018 Chevy Tahoe LTZ (BPD) 08/06/2018 S:00AM EDT  |08/21/2018 12:00 PM EDT Posted


http://www.boston.gov/procurement

3. First you must set up a user account. The Create a Vendor User Account form displays.

Complete all the required fields marked with an asterisk* and click ‘Submit’

e Leave the Vendor ID field empty.

e If the person registering has the authority to sign contracts check off the box indicating so.
This will give the user ID certain permissions in the system which will allow the City to send
this user contracts for electronic signature. It will also allow the user to access,
electronically sign and upload contracts back to the City of Boston.

City of
Boston

Favorites | Main Menu
- 5 -

Create a Vendor User Account

1) New Vendors: Register a user account and then log in to
complete the Vendor Eform

2) Existing Vendors: Register a user account and reference
your 10 digit City of Boston Vendor 1D below

*First Name: |Trevc-r
*Last Name: [Williams
*Email: frevorw@acmeco.com

*Tax Identification No: |_1234 E6780 B-digit number assigned by |RS, no spacesidashes
10-digit number assigned by City. Existing Wendors Only

City of Boston Vendor 1D: |

|| Check if you are authorized to sign & execute contracts for this company

You can choose

whatever you would — User ID must be a minimum of 7 characters
like as a User ID as “Enter User ID: [Twiliams

long as it is at least 7

Your Password must:
-Be at least & charscters in length

*Password eemene -Contain at least 1 upper case letter and 1
characters in length. lowier cazs lenar )
Note: User ID’s are *Confirm Password omain ot loast Zﬁé"c?iriﬁé?émer
CaSe SeNsEtIVE )
*Security Question | In what city were you ba v
*Response: |E|DSTON

Submit

* Required Field



4. Now you will create the vendor profile. Click on ‘Add/Update your Vendor Profile’

City of
Boston

Favorites @ Main Menu
- : -

‘i: Your User Account is created. You will receive an email confirming your User ID

If you do not have a City of Boston Vendor ID, click "Add/Update Vendor
Profiles” and complete the Add New Vendor eForm. Submit the eForm to the City
for review and approval. Once approved, you will receive your Vendor ID via email.

@Update your Vendor Profi

If you already have a City of Boston Vendor ID, this user registration is
complete. You can return to the Supplier Portal Home page.

| RetumtoHomepage |

For assistance, call Vendor Support at §17-635-4564 or 517-635-4660. Email vendor.questions@boston.gov

5. Click on ‘Add New Vendor’

City of
Boston

Favorites | Main Menu

City of Boston Vendor eForm Home Page

Returr

6. Select Individual or Business and click ‘Next’

Favorites
-

Request to become a City of Boston Vendor by

Add New Vendor F
Start a new Electronic ender form (€F0rm). ~orm SUDMISSions are reviewsd by CITY.

OF BOSTOM staff. Email notifications are sent to you on final decision.

View Previous Submission

“iew all submitted eForms under your Operator ID, including information about its
handling so far. This is & read-only view. If you have never submitted an eForm, clicking
the link will bring back no results.

Update Existing Vendor Information

Update your \iendor Profile. ‘fou are allowsd to update your Vendar Information if you
have an existing vendar profile in the our system database. If you do not have a Vendor
profile, clicking the link will bring back no results

City of
Boston

© Main Menu
: -

Authored

Step 1 of 7: Busi Type Classification

Are you a Business or an
Individual?

© Business © Individual

| == Previous \H Next ==
[ clse |

Sign out



7. Complete all required fields. Only the fields marked with an asterisk* are required. Click ‘Next’.
e A general email address for the company although not required is highly recommended.

e Inthe NEW ADDRESS area check off the box or boxes that apply for that address.

Favorites  Main Meru »  Add/Update Vendor Profiles

Request to become a City of Boston Vendor by

Step 2 of 7: Vendor Contact Information

eForm ID 15235

“Vendor Hame Taxpayer kentification Number
g TET
Business Name, If different from above “Country
LISA .
- 9. United States If you elect to receive PO’s
"Address 1: “City: *State: “Postal: A 3
— @, via email (see check box

DUNS Number Telephone  Fax Number Website below) this is the email
address they will be sent to.

_EI'I“.lI /

"Required Field. Please Make A Selection, -
Individual I Sole Proprietor Corporation Partnership Other

Type of Contracior 10498 Withholding Class You can add additional
¥ L
addresses if necessary by clicking
Additional Classification .
the ‘+’ sign here. The new
Emerging Small Busingss . Women-Owned Business |/ Veteran . ) :
address line fields will appear at
! Disabled Individual lower left. You may need to
scroll down a bit to see them.
NEW ADDRESS Select st hat sopy B ocaton |
— o Ordering ¥ Invoice ¥ Remitting
Country ‘Vendor Contact{s)
usa  Uniled States NEW CONTACT G
Address 1 Type | Contract Signer » -:}Q.”'.".E.a.t‘.l..s.'ﬂ".“r
Address 2: Hame [Trevar Wilkams
Cay: Titke You can add additional
Phomne Ext Fhone Ty contact names to the
State: Postal: Fax Mo, .

account by clicking the ‘+

Email revers@acmeco. com sign here
To add an additonal location, click
the *| on the right margin of the UseriD  Twilkams1
form.
To remaove this location, click the =/ | Purchase Ovder DistributionMethod

on the right margin of the form | Check Here To Enable Delivery of Purchase Orders through Email. All
Contact Email(s) Entered For This Address Location Will Receive the
Purchase Order.

-
Once you check the ‘Ordering’ box the Purchase Order Dispatch

Method box displays. Please check off this box to receive your PO’s
via email (recommended). The PQ’s are sent to the email address
in the Vendor Information box at the top of the page.




8. For faster payments complete the direct deposit (A.C.H.) information. When all information is
complete click on ‘Click to Sign’ then click ‘Next’.

(If you would rather receive a paper check via US mail you may Opt out of direct deposit by checking
theW5 A NBOG 5 S baia theowdr [efiiof the strizef).
Boston
rites Maln Menu » Add/Update Vendor Profiles
Authored by

Request to become a City of Boston Vendor B

Step 3 of 7: ACH Enrollment for Direct Deposit

DIRECT DEPOSIT ENROLLMENT

PAYMENT TYPE DIRECT DEFPOSIT

. : DIRECT DEPOSIT NEW ENROLLMENT
Previous /| Next | STATUS

- Direct Deposit Form

CITY OF BOSTON
TREASURY DEPARTMENT
ACH VENDORMISCELLANEOUS PAYMENT
ENROLLMENT FORM

This form is used for Automated Clearing House (ACH) payments with an addendum record that contains payment-related
information processed through the Vendor Express Program. Recipients of these payments should bring this information to the
attention of their financial institution when presenting this form for completion.

Privacy Act Statement

The following information is provide to comply with the Privacy Act of 1974 (P.L. 93-579). All information collected on this form is
required under the provisions of 31 U. 8. C. 3322 and CFR 210. This information will be used by the Treasury Department to
transmit payment data, by electronic means to vendor's financial institution. Failure to provide the requested information may delay
or prevent the receipt of payments through the Automated Clearing House Payment System.

Financial Institution Information

*Bank Name *Address *City *8tate  *Postal Code
| @,
*Bank Account Type  *Routing Number *Bank Account Number Phone Phone Extension

T

Direct Deposit Payment Notification

*Email ID

Signature

| hereby authorize the City of Boston's Treasurer's Office to ACH all payments due me at the financial institution indicated above.
The City of Boston Treasurer is authorized to debit my account or to adjust any over deposit made to my account. | will not hold my
bank liable for any erroneous deposits or adjustments made by the City of Boston Treasurer. This authorization may be cancelled

by the City Treasurer at any time or by an Authorized Official of above agency.

B << Previous | Next == | _
|| DIRECT DEPOSIT OPT QUT? | ” |




9. Review the W-9 Certification information. To proceed, click the ‘Click Here to Acknowledge’

button and then click ‘Next’. If item 2 does not apply, check the check box as indicated.
City of
Boston

Favc‘n'rites MainvMenu » Add/Update Vendor Profiles

Request to become a City of Boston Vendor B’;‘_:T“Wed

Step 4 of 7: W-9 Certification

W-9 Certification
Under penalties of perjury, | certify that:

1. The number shown on this form is my correct taxpayer identification number (or | am waiting for a number to be
issued to me), and

2. | am not subject to backup withholding because: (a) | am exempt from backup withholding, or (b} | have not been
notified by the Internal Revenue Service (IRS) that | am subject to backup withholding as a result of a failure to

report all interest or dividends, or (¢} the IRS has notified me that | am no longer subject to backup withholding,
and

3. lama U.S. person (including a U.S. resident alien).

Certification instructions. You must cross out item 2 above if you have been notified by the IRS that you are currently
subject to backup withholding because you have failed to report all interest and dividends on your tax return. For real
estate transactions, item 2 does not apply. For mortgage interest paid, acquisition or abandonment of secured property,
cancellation of debt, contributions to an individual retirement arrangement (IRA}), and generally, payments other than
interest and dividends, you are not required to sign the Certification, but you must provide your correct TIN.

[l check Here to Cross Out Item 2, if applicable

) | CLICK HERE TO ACKNOWLEDGE

10. Check the box to confirm that neither you nor the organization you represent are barred from
doing business with the City of Boston. Click ‘Next’.
City of " PaulMack on PSFNSP2
Boston

Favgrites Main Menu > DepartmentvSeIf Service > COB Vendor eform

Request to become a City of Boston Vendor E‘h‘m o

Step 5 of 7: SAM Certification

The City of Boston will not enter into a business relationship with persons or entities currently debarred or suspended from
I procurement by the federal or state government or the City of Boston.

7! By checking this box, I certify that the person or entity identified as the Vendor on this eForm is not debarred, suspended, proposed for
debarment, or otherwise declared ineligible from doing business with the federal or state government or the City of Boston, and that such
person or entity is not listed as a debarred or excluded party under the federal government's System for Award Management (
http:iwww.sam.gov) or the Commonwealth of Massachusetts' Debarment lists ( hitp./www.mass.gov/anf/budget-taxes-and-
procurement/procurement-info-and-res/conduct-a-procurement/procurement-considerations/vendor-debarment.htmi)

== Previous



11. Review the summary page for accuracy and click ‘Submit’

Favorites  Main Menu >  Add/Update Vendor Profiles

Autnored
Request to become a City of Boston Vendor ﬁ
Step6of7:S y and Submission Page

B —

Vendor Name Taxpay

Acme Co inc Rhad - 74:14
Business Name, If different from above Country

USA  United States

Address 1: City: State: Postal:

123 Main Boston MA 02127
DUNS Number Teiephone Fax Number Website

61775551234

Email

revorw@acmeco com

*Required Field. Please Make A Selection.
! Sole Prop * Cor Partnership Other
Type of Contractor

Additional Classification

Emerging Small Business  Women.Owned Business  Veteran

| %

NEW ADDSESS
NEW ADDRESS  Sewimvatmor i taneion | e iones
Qedering ¥ Invoice ¥ Remitting

Country
US| i NEW CONTACT
Address 1: Type Contract Signer
123 Man
Address 2 Name Trovor Wisams

Title
Ciy:
Boswn Phooe Ext Phone Type
State: Postat Fax No,
MA 02127

Emall trevora@acmeco com

To add an additonal location, click
the */ on the right margin of the UseriD Twikarat
form.
To remove this location, click the = Pasthess Over Datwtuion Meihed
on the right margin of the form « Check Mere To Enable

Dedivery of Purchase Orders theough Emait. Al
Contact Eman(s) Emtered For This Address Location Wil Receive the
Purchase Order.

¥ ENROLL ¥ ACH =
7 Check Here 10 Cross Item 2 if applicabie | TrevorWilliams |
7 SAM Certification =

¥ fie Aftachesonts

Ctrser | Fag | &
Uptond Vo Rescooten

1081

~ Leate

Comment Mistory !

s Guuin)



12. Your vendor eForm will be forwarded to our auditing department for review. Once approved
you will receive your vendor ID number via email.

Fa'ﬂ?t""ité'.'r Hail'l'HEﬂLI

Request to become a City of Boston Vendor E””"*” oy

@ of 7. eForm Successfully Submitted

Operator ID: Twilliams

Operator |D Description: TrevorWilliams

Form Submission Date: Wednesday at 02:19 PM September 12, 2018
Form Submission Type: New Vendor Registration

Form Status: Pending

Thank you. Your eForm is complete and submitted. City of Boston Staff will review
your form and notify you of the status.

View This Form Return 1o eForm Home Page

If you have any questions please don’t hesitate to contact supplier portal support at 617-635-4564. You
can also contact us by sending an email to vendor.questions@boston.gov.

Thank you for using the City of Boston Supplier Portal!


mailto:vendor.questions@boston.gov

